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Chiaf, Management £ taff MAY -6 1353

Chinf, CiM Ltaff (I0/8 Area)
Rescrds Management livislon, Mamagement Staff.

PROBLEMs

To determine the propristy of the present organizational structure ar
sa effsctive element of the Management ~ taff,

FACTS PLARINC ON TEL PROBI

A

The divistion status of the slement was established, eriginslly, under
the consept of the former Cemeral Services 0ffice, At that tims, the
organisationsl structere thereof comprised the Hesords Mansgement Ryanch
tneluding the Agency Courier Foree of [l enxplayees and the Nachine 2EXOAD
Records Pranch, also, heving itlplwns.

vhen the General §ervices Office vas dissclved in Fébrwary 198k, (1) the
Maghinu Reeerds Branch was transferred in its entirety to the 0ffice of
Ahe Cerptroller where it was given divisice mtatus, (2) the Courler
Force vas pleced under the Jurisdistion of the Direstor of Logisties,
also, in its estirety snd (3) the remainder of the slement domprising
records mansgement activities was transferrsi to the hsnagement Staft,

The current organisaticmal structure of the clement comprises five

branchos in sddition to the Sffice of the {Nief, Annex I, Tab 2. The 25X9A2
staffing pattern for this frsmework includes s celling of positions

with a personnel complement of suployess. Applicants in process

for four of the five viesnciecs, innex I, 18b B.

Pursuant to & plans, the Hecords Cahter “ranch with esiling allo-
cation of positions and funds therofar is scheduled for transfer
to jurisciction on or sbout 2b April 1995, Annex I, Tst C. (Com-
plL on schedule)

Salsrise paid to Records Nansgement Tivision personnel for Fiscel Yasr

1959 (as projected) approximste s grand totdl of $170,359.35 in the

aggregste. This amount ineludes (1) the suam of £19,818,13 paid to per-

sonnel who either resizned or transferred from the division during the 25X9A2
eurrent fiscal year and {2) the sum of $26,921.24 for I ©o¢i-

tions scheduled for transfer as providsd in “aragraph 24 above. ¥,B,

The remainder of L pesitions will be f£illed by the applicants who sre in

prosesz (see Parsgraph 2c skove} inmex 7, "&b B,
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DINCUBS TOM:

Astherity - Asnex 1

%& ve - Staff Study, dated 22 Tacember 1953, Subject: Agency
ping Jervicea, approved by reting Teputy Tivestor { seministration)
providod for the transfer of records management astivities from the for-
per Cenersl taervices Cffloe 4o the Mansgement. Steff.

21 ~ Administrstion snd centrol of /gmey records is auvthorised by
sud has the approvel of the Genersl Qosnel. Teb T contaims & list
of lagislative and other authorities affecting the records Profram.

The Regprds Troblem ~

?he Agmnoy's records' ywroblem ie cbvicusly eomplicated YWy a number of
contingencios. in efficient management sypicm is espential for the cem~
trol of vital indelligence records. Zseurdly requireaments tend to in-
areass the rscords volume sad add to the cost of filing ecquipment and
suppliss. The nature of intelligence activities entsils long retemtion
periods for reccrds, usually in costly spacs. [iterility messuraes and
cover depmdenay upon TAC end other agereles resslt in constant expansioen
of the records volums. Hecords having poteatial intelligencs value are
cbtained from other agsncies for review, svalustion and dispomal or re-
temtion., Resords seiged or ottained from fovelpn governments onlarge
the growing volume. Essentisl administrative peperwsrk for cleararocss,
sontrols, sstherizaticns, spprovals and cootrdinstion sugmawtz the growth
of resords. The dispersal of buildings makes the sfiective administra~
tion of records more difficult, Tndiffarente on the part of mowe igenay
officials to the recuirememte of Publis Lew 754, the Pedersl Resards Act
of 1990, provides an vnnecassary frustration to the overall problenm.

The Roserds Hanagement Progras -

The Agenay program is based on the three-fold cancept of records making,
records maintenance srd recerds dispositioea. Resords makipg entails eon-
etderution of forms, reports and correspondmmee. The peraenteys raties
thersof to total records velume are norsally scoepted 2s 26, £0 and €0
respeotively. Records maistansnce {noludes other aspsets such s oon-
trol of mail, the seloction and installatian of starviard file classifi-
estion systems, file reference service and standardisation of filing
equipment and supplies. Records dispositian covers the eveluatlon,
srensfer, retirszent, preservation and disposal of record mutsrial.

The basic plsn of the progran slso places dependenqy upon the collabors-
sdon of approximstely 23 arsa records offiders for operating efficiency.
oaly six of such officers sve on & full tise basis. Thus, with oolle-
teral duties imposed on most of thesa offi¢ers snd in the absence of
adzdnistrative sentrel over them, the recopds sanagemsnt progran lacke
forcs and effectivenssz as now sonstituted.

mgm ’2"
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d. Parallel Records Management Program -

The DD/P Ares maintains s sepsrste records sansgesent program in i1 and
s sepayate srchival seater purportedly for réecrd msterisl of predecessor
sgmeies. It is comseivedle that the motivatiom therefor is based pri-
marily on security resgons. Tt is alsc conceivable that cleser ocoopura-
tion ptould obtain on certain records propran phasss for economic reasons
such a¢ vital materisls, fils stendards, ferrs managenent, raporte con-
trol and systems, i.e., with proper clesrsgseps. It is understood that
there 18 no formal agresment of understanéing i existence that would
tend to establish a2 trie delineatior of responsibilities for recards
sdministration on an Aree eomcept bBesis., Ymtder these circumstances, a
separste study should be made to determine whether or not eloser coopsrs-
tion might be had for coonomic remsons on sofw program pheses without
Jeopardising pecurity.

e. Records ¥snagement Diviglon -

The dintribvution of work in the divisiun discloses the admimistration of
eight ssparste progrems within the framevork of the four resairing
branches (Paragraph 20 and d). The Forms Ysnagement Braneh is responsible
solely for effestive scministretion of the forms' program., Cimilarly,
the Revords Disposition Branch is ascountabla only for the éispositien
progran. Alse, the Reperts snd Correspondence ‘anagement Framch admin-
feters twe separate programe as implied. the Systom's Brasnth, howsver,
heo the broad responsibility of sdminivtering four individuel programs
such an sierofilsing, vitel nsterisls, file stendards snd records’ aye-
tems. Thup, from the foregoing, it is spperent thet the clstribution

of worlk responsibility is unhelsnced erganisationally or & progrem

besis. Tt is gramted, hovever, that on » workload basis the responei-
wilitios of the Forms Hensgerent progres snd the Kecords Tirporition pro-
gran, respectively, ar: grister in proportion to those of sty other
singls program.

f. Mierefilm Progrsm - Systems I'raneh - innex 1I, Tab &

The progross made to date through this program hae bean substantial and
sffective, tewever, Sne placement of the rierofilsing pregram organizea-
tionally in the field of records mansgement may bs subjeot Lo question.
while Kegulation 4O-140, dstsd 6 Junuary 1985, Subjeets Printing and
Reproduction, tends to give offieial recognition to such plscemant, the
provisions of Regulation 7-200, deted 10 fugust 1954, Subject: Office
Pusiness Hachines, should slsc receive considerstion.

Mierofilring should be construed as within the imtent of iegulation
7-200 which in effset aoncerns operstioral systems through the use¢ of
cffice business mashines if proof can be saewn that (1) applieation of
its full potential is limited by placemend in the ergsmisational councept
of the records msnsgerant struciure snd (2) the potential application

3=~
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thereef would be enlsrgad to its full scops within the msaning of operas-
tional aystexs, the basic plan of which entails the uss of office busi-
ness mashines. Tab i rovaals that microfil=sing has four potemtial
applications only two eof which pertain in soss measure to recerds menage-
ment, 1.9., degrease of storags costs through reductien in spece recuire-
ments snd 8 sedurity aspect in regard to vitsl meterisls. Construed in
the light of operstional systams, the potential soope would cover not
enly the twe applications mentioned above But would be enlarged to in-
elude two additienal applieations, i.e., t.:'tmidﬁ savings in labor re-
quirennts snd multiple distridbution as a hod of reproduction.

HeB. 4N exsxple of &n aoperaticnsl syster: Waped on spsce reduction i»
y-%ail. The applicstien to some vital muterials iz similar., Zxamples
of laber savings may be found in private isdustry, banks and munieipal
governnents vhers micrefilming serves ss s» pecounting control device,
An sxsaple of distribution via reprocduction spplies teo the furnishing
of vitsl statistice such as coples of birth and death coertificates., The
maching record aperturs card used in OCI comprises an example of triple
spplMostion in this Agenay, i.e., spsce savings, vital meterials protec-
tion ard savinge in tire, laYor and distribdutiom.

Other Systems' Branch frogress - Annex I, Tabs ¥, G and H.

Anslysos reveal that the vital materlals’ sl fils stundards’ prograss
are sstisfactory snd lend effective support Lo rescrds mansgement sc-
tivitios, The systems progran, however, is apparently ineffoctive due
prisarily to lack of acsquate adsinistrative and opsraticosl plsoning
and an unfillsd position slot. sctually, those programs ars projects.

Reports and Cerr £n0e “snagopent Praneh Proprams -~ innex TII, Tab T

Study of ths reports and correspondonce pregrans cisoloses that (1) an
honeat effort has besn made to lsunch thess oonstructive pregrams with
enly purtisl sucoess, (2) enly four of aine potential projests have

taken root, (3) the programs are ineffective due to lack of recognized
poliay snd regulations to provide smeoth operating fores and, alsc, due
to improper orgsnizationsl planning, i.e., making a brench ef twe positior
slots vith no support personcel, (4) the braneh should be sbolished se

s separate entity and (5) the work should be continued on a preject

basis.

Revords Disposition Frogram - Amnex TIY, Teb J

An exmsdination of this pregrem tends to emphasizs the importance of the
disposition econtrol schedule ss the real essence of records management
sad tho hub around which other program phapes tend to rotate. It alse
diselonss that {1) substantizl progress has bemn made, (2} some overlap-
ping i in svidence on responsidilitics whidh normally woulé be dis-
charged under the file standerds' snd records' systam progrems, (3)

.
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difrfisyitios have bLesn mporisnced hecsuse the improvised mathod used has
been izeffective, and (L) & new approach should be used through a reguls-
tory fssusnce placimg full responsibility where it balongs a8 requirsd
by lsw and, then, on cach office head through delegated muthority. The
submission of disposition comtrol schedules to the Nesaagememt Staff for
review and svalustion should then follow as nermsl prosedure.

The Forms Mansgemsnt Program - fnmex IIT, Tab X

This progres reinstituted late in 1953 has been developed on a selid
foundation with effective eperating prsctiees for the sontrol of forms,
preparition of indexes, proourement of forms and compilation of moathly
roportys. Substantial prozress has been made in (1) redueing the number
of reprints and new forme, (2) increasing rovisions of olé forms, (3)
sancelling sutwmoded foras, (L) reSueing copy production of forms and

(S) redesignsting forme from =n organisatiensl concept to s straight
numerical sequencs s» feasiblz. To date, eontrel has beun eateblished
on 1589 feras in all, including spproximately 1254 Agemcy forms, Te-
spite am inorsass of 53 percent in the nusder of astive forms since
January 1953, the aversge snmusl ussge of forws hes besn ruduced from a
sotal vl 18,698 coples per ferm in 1953 ¢o 11,876 coples in 195L. Thus,
thie prograa has degun Lo psy returns snd should recelve full sdainis-
trative support becausr, based on aonservetive estimates, thers sre about
26,000 Yootleg forms etill being used in the igeney on an uneentrolled
snd warteful basis. ¢ pending becklog of 199 forms and obher actions,
sguivalsat to 1791 manlours or 11.2 work weeks confirms the existence
of an cperstional burden which ocottld be relirved by the addition of

(1) seppert persomnel to sailntain yping sed filing on a current basis
and (2} foras suslyste to expedite design routines and the preparation
of f£inil type copy of new and revised forssp. Informstion ohtained from
the reyredustion plant roveals that thres employues spend approximately
four hours per day each on routines pertaising to forms such as prelimi-
nery layout, varityping, ruling, proofreading and maintensnce of files
eontaining rough drafts, final type copy, negstives, plates, e¢tc.

CORCLES TONE

The study reveals that, under its present crpanizstional coscept, the
Recordn Management Division is not wholly sn effestive elemsnt of the
vensgenent 5taff Yy resson of (1) misplaceé dependuncy upon ares records
officers whe cannot mevt thelr responsibilities in records sdministra-
tion, (2) the lmited epplicstion of the nmigrofilm program in its present
organinational placemert, (3) the unbslsnced assignment of prograus to
branch subdivisions with resvltent lose of administretive spd operstional
sentrol over the recorts systeme prograx, (L) the estadlisheent of ihe
Reports and Correspondince “ensiement Pranpk with inadequate staffing
and (5} the extended ure of an improvissd rethod to solve thke ipency
resord problem without the suprort of ndequate regulstory procedure in
view of the yprovisione ef lav, v

QSU
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RECOHMEREAT IONE »

Pased cn the substands of this study the following resosmendutions asre
proposad for adoption and inplementation os soon s fessidle:

The organisational congapt of the records magsgement strueture be changed
from division status and identified as the Aesords Hensgesent ©taff,

The hecords :ﬁimgmh Staff comprise an Cffice of Chief, s project
staff and two brenshes, i.e., fecorde Dispesition Pranch and Forms
Mansgesent Brahch. Amgax IV, Tab L.

The staffing pattern of the Hecords Mansgement Staff be apportioned os
reflected in innex 1V, Tab V.

The srea resords officer convopt of the regords nansgement progras be
abolizhed as ineffective.

¥ew regulatory issuances be prescrived as nepessary and fespible to give
fores and effect te the oversll records msmepement program under the
proposed argenizations) concept snd revised plan for sdministratien of
Ageney records as provided im paragrapk 3i. hbeve, This iz considersd
%o be ¢f sufficient ingortencs to warrsni & tetersined effert to issue
new regulatory msts . 48 #6on 4s possiblse.

The siorofils program togethsr with the fumetion, pesition slot, funds
and incushent de transferred to the juriscietion eof the Chief, Business
Haghines Servics, Hansgement [ talf.

The Reports and Correspondence “anagerent Erenck and the Hegords fystens
Brench be adolished with the pertinent remeining programs, funetfons,
pesition s lots, funds snd incumbents mer;eé ue provided in imnex IV,

A reprosantative of the »ansgenent £taff reinstitute and continue nego-
tistion with the Loglstios Office for the trensfer of a capsble forme
analyst to fxoilitate the snalysis anc desigh of forme and expedite the
praparision of final type copy.

A meparste study be muce Lo cutermine on wpak besis by pregrsm phass the
In/° Ares should gooperste fer sconomic reutsons in the suthorised Agency
resords sansgement propram or with proper juptifieation be granted an
sxenphion therefrom for security rsasons.

“gToNED

% 25X1A9%9a
Chief, (4M Js Area)
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ABNEXEE

ANNIT I ~ Curreat Organisational Structure
and Authority

ANBEX Il - Resords Systems Brasch

ANBEX IIT - Other Branchss

ANEEX I¥ - Preoposed Crgsaisstion

CORCURRENCES

/s é / Xy
Thier, s v t3 cervice :x:sa: %t -

ACTION BY APPROVING AUTHORITY:
BPPROVELs M MA ,Y /qé:éa

s/

r

Chief, Hansgmment ® taff

¥ /1Dsee (5 May 1955)

» =SSR
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ANRED 1 g ,

Kegards Management ivision
Current Drganizatiensl & tmudturs

1. This sanmex containn essential inforestien on the pressnt or-
ganization of the division as follewe:

a. Tad i eomprises wn organisstionsl apd functional chsrt.

b, Tob P reflsets the staffing pattern and provides financisl
data on salaries for ths ensuing fiscal year.

. Tab { roveals the details of a pendisg change in table of
organization via transfer.

4. Tad D confirme that the reocords mandgement program i» re-
quires by law.

Sanitized - Approved"™éiE@Gishec : CIA-RDP61-00910A000100060002-2



enihilbds

Sanitized - Approved

E le :
@@@% STAFF
CIA-RDP61-009 1AM SIX oﬁ% NT DIVISION

Sep
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RECORDS M

Directs an Agency-wide Re

A,
b.

The creation of recor
Their maintenance, or:
of current business.,

The transfer, preserv
records not currently
The selection and mai
Liaison with other go

AGEMENT DIVISION
rds Management Program covering:

nization, and use in the conduct
on or destruction of those
equired or seldom used.

enance of vital materials.
rnment agencies.

1

L

1

FORMS MANAGEMENT RRANCH

Directs a program covering:

)
The designp® utilization and—eupplying
of forms.

Assignment of form numbers
Development, maintenance and distribu-
tion of the agency forms 1ndex.
Surveys and special studies of forms
and related procedures, and the
requirements of area programs.

a.

b.
Ce.

d.

REPORTS A
MANA(

Directs a prograr

The eliminat
unnecessary 1
Improved repc
Streamlining
processing ot
Improving the
ence.

! CORRESPONDENCE
fENT BRANCH

rovering:

1 and prevention of
orting.

.ing.

l1e preparation and
rorrespondence.
luality of correspond-

STEMS BRANCH

Directs a program covering:

a.

b.
c.
d.
e.

f.

Systems for the maintenance of active

records.

Microfilm operations.

Written communications.

Filing equipment and filing supplies.

Selection, deposit and maintenance of

vital materials

Surveys and analyses of active records
systems and filing =quipment.

a. Records

Directs a program covering:

RECORDS DISPOSITION BRANCH

inventorying and appraisals.

b. Records control schedules.

¢. Records disposition including Congres-
sional authorizations.

d. SBurveys of arca programs.
e. Liaison with other Federal agencies on
the destruction, preservation, loan

and transfer of records.

1nactive records.

schedules.

retention value.

RECORDS CENTER BRANCH
Formulates the standards and procedures

responsive to agency requirements for the
transfer and servicing of semi-active and

Stores and protects inactive records and
provides reference service.

Destroys records in accordance with approved

Preserves records with permanent or long
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AMMEX T, TAB I

Resords Mansgement !ivisien

Lugislation Affecting Tha leeords nansgrasmt Fropras
(within the intest of ».lL. 293 ehd 110)

1. The FPederal Records Aot of 1950 ("itle 5}, Fole 75L, preseribes im pert
(Sention $06:): *rhe herd of cach fadersl a;omy 3 spteblish and
saintein ap activity and sontimuing prerrms fer the seonomic and effi-
cient nmnagement of the records of the sgangy.r

2. Other legislation affecting the records pragr®y ic provided zs fellowm

s. The Vedersl Property nd Aéeinistrativs $arvics Lot of 19k%, P.L.
152~«81st Congress.

b. HQ sll e‘a"
e. Foderal Reports Aet, r.i. 831.
4, sdmlidstrative Frogsuwrs Aet, F.L. LOk.

s. The lesords D1 sal Aet flz-l . JW ? l’k’ (S seat.
380, Lk, 8rc Sg s au:&nﬂ th é, 19'?(5? ﬁﬁ‘:u k).

3. sdministirative direotiver pertsining to records sansgement sctivities
are slso listed:

s. Burens of the Budget, Bulletin S1-1k, dated #ay 22, 1951.
b. Genelsl Bervices Ldmipigtretien Ragulstion.
b. Memorandum dated 2 Cotobur 195C from the Legel Staff to Chief, CIA

Library, 2C7 summarises sp opirien om the disposal of Lgenoy records as
follows:

a. The Cemtrsl Intelligence ipscoy must cenpXy with the Recopds

mt As%, tnsofor s it dosn not sonllich will
[o Law 253.

b.

in the m raulwe of intelligwmes mg antl neﬂmda,
Pudlile Law 253 must “e followed,

Sanitized - Approved FOrCti¥ase : CIA-RDP61-00910A000100060002-2
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¥ on wich would mcr thc anihui {nterest
or .‘dxu of Mﬁdwia. Conmeguently, no rslianes upon Publie low
253 usens necessary.

Publils Law 253 provities thet the Dircotor pf Cemtral Intelligesce
*shalll be responsitls Lor protecting innmmm pOUrees ané petheds
from mmlﬁmlgan.m L th : popg SoNpiiange

Sanitized - Approved For Reieggg : CIA-RDP61-00910A000100060002-2
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AWH.X XL

Heourds Hansgement Division
Records £ yutens Branch

An szsmination of the Records synw: Pyaneh revesls thet the
work is divided iate fw u&or phases, nsmely, v:l.tal B~
Serials, sicrofilsing, £i and systems. Hach %
phase 1i» treoated uwa%e)y i an isdiviceal teb. The substence
dumwmawxmwmezwgm, the pro-
srtm odjective, progrem requirenemte ran status,
acbivigy, pregram fntevest, paﬂmi ase and & mcguion.
Esch oesclusion is based on eomslderstion of the affeqtivensss
diselessd and the plasencnt potentisl, orgsvastionally, for proper
m;tglion of the progems. “hu tabs are lLientified by program
a3 follows:

Tah £ risrelilm Pregras

Tsh F Vital Materisls 'rograx
Tab G File § tandarde Pregram
Tah E Eystexs Progrsm

Sanitized - Approved FésiBERSs : CIA-RDP61-00910A000100060002-2
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AMNEX I, TAB i

Heoords Magagenent Livision
Hecords Systoms Dranch

1. rierofiln Progrem

The microfilm program her two major phases. One phase pertains to records
& whers it serves to decresse storaps costs by ensdling & re-

dueting in space reguirercents. The other phess relates to opsrational

systens vhers it tends to (a) effect savings in laber recuiremests, ()

fasilitate maltipls dstriduticn 33 a method af reproduction énd {¢)

provide o distinot sspect of security. The chjestive of the prograx,

its requirensats and current status sre stated below:

(. Siive - The cbjeut of the program is %o obteln offevtive ure of
%%ﬁ and pevtinent squipment on an Agmay wide besie,
%

s such a3 (1) sonsing the po¥untial uses of sicrofiln
in 168 spplicstien to reeords mumagassnt gnd 4o operationkl sysbems,
(2) determining the validity of exietisg snd proposed wicrofilming
projusts as consistant wit): poliey, (3) ng proper selection
and wtilisatdon of ewipnent snd, slsc, gaasnt of priocrities

for uss thereof, (L) establishing proprisfy of standards for photo-
graghic guality and ipdexirg of fils, (5, reviewing and .ﬁproving
roqulsitions fer mimrephotugraphic equipmant, supplies and services,
(6) lnspesting individual projects to ascqrisia purpose of filming,
Yype of vemipment s txtent of sqipment wtilisetion, methods
used ond quality of finisbed product, (7, developing and Sssuing
progrex infermation raterinl and instrucifons on miorefilsdng teoh-
alques suh as vhen %o use microfils snd Bow %o select squipment,
1demiifly and indax film, incrosse procudtion and ashieve photographic
quality and (B) providing iaformetion daty and imstructions on
mothods and systons to rofuce stersgs conds, save labor, Facilitate
dstribution and provide ssourily.

Line responsidilities include (1) the mxlgtensnce of an sruipment in~
ventory 4o fseilitate posling, sharing & trensferring of cassrae
and resders, sta., 85 fessible spd prectiqal and (2) the condust of
spet survays where difficuitios are sxparf{enced on existing projects
Yo provide akill im the application of priper sxpssure techpiques

in the varions photdgraphbic prucesses and resomeszd other changss

as appropriste oy MIGUBERSY .

it « Staff competency entails tlys discharge of broad re- %
®
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ran - [cesmplisknonts since the imstituiion of the pre-
P8k comprise ths following:

(1) resmnl arvangemadts wers oampletad vith the Logistice Offies to
review all resizitionr for sicrofi scuipwent either to
onsure proper swlsction for imtended project or to substitute
sharing of svailadle eruipment vhere faasible.

(2) Lffested & So%a) savings of 25,607 by veviewing 32 reguisitions
Por microfils egiipment nnd pupplies.

(3) Lssued Sotics Na. LI~360-) dated 1L Jyly 19 5&, subjects “lgenoy
tiurvey of Micvefiln Cporation® and Sod inventory of all
wyailable squipment swch as camerss, s 8%¢, Determined
®hat Ageney's imvestzent therein :mﬁuwp £330,000.

{k) Conduated a semperative operstionsl t§st of two new cimerss %o
meovide sasistence in the sslesticn of cemerss for fisld use.

(s arrma & precsiural chenge in the I{vraxy filming project
vhich eliminntes the meed for one set of duplicate film rolls
M will result in acmual savings of more than £5,000.

{€) [aproved the quality of film produced on thres projests. The
vomeflts resuling sre for the most pirt intangibls st this time,
but should 1t be necessary te reproduds the film in she future
for energensy uss, the monetary sevings would be substantisl.

Program \sbivity

Current aotivily entalls the conduct of an Agéncy-wide survey of miaro-
phetegraphis nutp-at and prejects, the se of vhich is %o (&)
standardise o8, (b) chtain more sffective wse of scuipment and
epane anf (8] reduss thé cost of microfilsing operatiens.

Ensouraging haadway in $iw duvelopment of intrest in the Aganey ¥iare-
filndng progran is hm"ﬁag to ‘o shown in s¢versl arese. D, Logis-
ties, Persosmel and C luwc demonptrated a willingmess to nocpersts
with the Managammmd the cuality of preduestion and gor-
viens and %o reduse s u othor aspects at recerds msnsgemsnt,
best resulte are oh Mol She o?rat fﬂms 1?1 onfidence in
the .unq of Hansg I SOnE o alc b1 has beon
demcastratod to the a» Kipsed atove by ";ﬂtehm is* to M};; then
eversons simpls but lengotanting eg‘ roblens euck a8, getting asakines
properly repaired, replacing obsclete and isappropriate equipment, ob-
tainisg Caster processisg servies, pointirg %% operstionsl short cuts
and obtaining facilities for ascomplishing rusgh Jede.

m?-
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Fow that the igmoy-wida survey of microfilning ecuipment snd projects
is prasticslly complate St is possidbls to dotewmine most of tke steps
whish wust b8 taken to Lpprove quellily and rudice cests, One of these
steps wil) cover preventive maintensnce and pariodie overhaul of esuip-
mont, This ptep will b taken first beonuss af the good will whiok it
should sngender, thus, seoothing the way to prooesd with other potential
neasures to further the progras.

L. Porsenne issigmed

One enpluyes only iz sesigned to give effeet %o the program. The positien
recuires the soprviese of ot leest one full tme employee.

5. Conclusion

gmam:m of the vyaricus };ﬁ?ﬁﬁ%ﬁ:@f % Lileing &’i:h}.aues mgd the
S0 program 18 priverily a stalf respongibility with very goc
initial ncoomplishments. Apglic&ﬁm of its full scops is lsited st
present o the ergmisationsl concert of tha records msusgamebt strusturc.
Due, howiver, 16 the oversll sperstionsl ssppdts of mierefilming, the
funstion, position elot apd Snturtant should be (Yvansferred ¢ the juris-
dietion of the Business ! schines S arvieces, zanngemont Soaff vhere the po-
tential applisetion of the proprsm will ke cplarged.
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Algx IX, TaR ¥

Rosords Hanageamont [ivisian
Recoxds Systoms Branch

1. vital keterisls Program

Dasdeally, the vital materiale program cospriges an essemblal phase of
emergene long rengs plapning. Tbhe objsctive, requirements asd stetus
thereof are provided briefly as follows:

a. 0% - The purpose of whe progras is to provide for the selec-
ﬁf%!n transfer, storags, main and ultimste dipposition
of moterials sssentisl 40 the Agenty on & continuing busis and whioh
in the event of deptruction would constityte an irreplacekble loss,

b, ;ww; S5taff resporsidilitles include (1) the preparstion
pides the salestion {in bard or repredused copy), transfer
and padatenance of vital mpterials in stopage, (2) review of centrol
and dieposition scherinles ceveloped in collaboratien with opersting

officdals for deposit of materials on bull & long and shopt range
basin, (3) evelustion and reviav of requdgite matarisls of esch
oompinent to deternine sssentinlivy, un{: and frequenay of materisl
flow mud assurs thet ceposits are adequats 1o meet pessible needs
for resstadlishment of aperations under eMergenty conditions and

(L) vdevelop, prepare, soordinste and issud s vital materisls hand-
book to L» tate evalustion, selevotion and classificaticn of
resords and things as vitel materials, doferainetlon of methods and
frequeneies of depoxits and laplementetion of deponit &8 to
maintain somplate coverasge, regulate withdrewzl of obsolele or super-
sedal matarial mid peslude unmprsnisd cuplicetion of meterials,

Line resporsidilities entall (1) receiving vital mmterialr st a cen-
tral assemdly point ¥) picking up certaln materisls st designated
poiniis and (3) transport thereof o the rdpesitory once sech week.

S %M‘* Esooth working relstions have been maintained
operating activitier with excelisnt results ss follows:

(1) /8 Aves - The prograv is fully ispigmented in all opmponents
1with the sxsepiion of the Cffices of Treining and Comsuniostions
ubich sre belleved to e umling, at loast in pert, sephrate re-
location statione far ceposit purposss. “he Office of Communi-
cations, hewevsr, has recently requened npace for £ pafu cabinets
in the Repository amd presant negotinglons ladicsts that & com~
Pplste control s disposition schedula will be available within
n reasonabls peried.
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(2) In/T Ares = The program is fully Lsplepwemted in O8I, 00X, 00 and
UREe Partial isplazentation has becp pbisined in ULT and ORkH
whers sdditionsl progress ip curreatly being mads,

(3) ID/? ires - Basel on tRe frequency «bd size of depopits, it inm
nssuned that the progren is fully inplusented.

(L) ¥BC = A firm deposid schedule is mairztsined.

(S; 1CI - ¢ statemont dated L ¥arch 55 from the Adsdnistretive 0ffi-
uer revesls » determimetion thset all rueerds with vitel meterial
veloe are being teposited from other spurces. ""he last ceponid
wes made in March 19%h.

(6) iudit (ffive ~ Letter ¢f exception cetad & Fobruary 1952 in file.

(7} sepository Filee - The £iling sysbtem for each recoerd gerias group
13 planped and cpordinatsd with the infterested operatiag cetivity,
respestively. Sume are identlioal with tae systems mainteined
in hesdguarters.

{8) Yandbook ~ The vital msterisles bandbook: 1s still in draft stage
th eompletion ppprogximating 25 pearcent.

(9) in operating procedura for the cuntrol of the vital msterisls
1% was Lasupd originally on 17 Jwwe 1951 and has mot buan
oupersedad.

2. Program LeMvity
hotivity for the nI/T am U740 Arces 48 cetaiXsd az follows:

Re

b.

Deponits - Calender year 1$5L

{1) Documents - 135 cuble feet, sapproxime¥ing 237,000 sheets of paper.
{2) Temliating Cards - 2,L%7,551

(3) T83m - 2,994 recis eguivalent to €,287,000 sheets of poper.
wAthilrawals - Plsoal yesr 19455 (1 July Sk e 1f Harek 5%

(1) Documente - 36.5F cubic feet approximsiting 83,875 shuets of paper.
{2) Tabulsting Cerde - 1,334,540

(3) Mlm - 29F fesls comparshle %o 570,000 sheots of papur.

bbbl
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¢. [Lisproved Prosedures -~ The foveatory and sotounting systex for contrel
of visel materisls wis revised and laproveé to provide:

{1) o wore effisient accounting control of doposite snd withdrawesls.
(2) a redustion in the muder of inveniory pages.
{3) o presdanped sessrity elassifiostion of inventery ferms.

(k) 1 desvesss in the sise of the inmventery fora to faellitate
filing.

4. Survey - A study i surrently being sade ip the Office of “ommuni-
cstiems %o dstermine the amtent and guy:i&hry of eeble vaferencs
and disposition snd, alse, to eatimate vitkl materials requirements.

Progrom sterest

Interest in the program is sncouraged througd invitetions to division

heads, duputies, assistants, ani adsinistrativy officers %o visit the

repoaitory. 4 noaber of represontabives have hecepted snd expressed
satisfection with the pregram, some lxdicasisg discppoiptment with thelr
oun seope of participetion. ‘hus, tiwm program has mﬁ. These
eirousstances glvs riss Lo the advisability of ested ing direst
Latson vith s appropriste official to regoesl that the subieot of
vital meterials is § € on ho sgenda of mesbings attended by the
several sssistant Lere.

Heosponsibility for the program i= agsigned 44 5 alngle omployes. At least
ons ceplayes is recuired for this fulil time pesition.

Conelusica .

It is apperent {rom the foregoing that the vithl meterials progres ip
srimarily s staff respensitdlity with subsSastisl sscemplishwants and

should remain ia the orgénizationsl concepd ¢f the recerds menagement
strustur.
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ANNEX X, PAB O

Resords Mansgwment Division
Reoords System Eranch

The develapment and installation of standard file classification systems
control Yhn PReeRTmeR) 408 toe of Filing emiijernt sad suppiies oo
prosurens use e t and supplies oo~
prises the essenss of this program. Ain sxssingtion of the ¢bjectivs,
W: ané statud of the program reveals that the substmatial progrees
e made.

a, %%; The obje¢tive of the program if to standardize (1) the
Ls elsssification systenm of record materisl as fessible snd (Z) the
procuranent snd use of flling equipment ané wupplise.

b, %&w = $taff responsibilities inelpde effeetive rasearch snd
6 (1) develop standard file claspiffcatien systens to meet
A{Nr reeds, ( :) &ﬁm;u a:g}mml the prosurement and use of
ag squipmen JHag ' provide espential reguletory
issuasess to give fares S0 the overall projram and (L) institute
offeetive oontrels 4o acecmplisk and anintein the planned objestive.

Line » §b41148es ontail /1) reviowing the substanse of recorés
combont %o estabdlish definite categories, (2) examining the volume
sné eomplaxity of requrds in relstion to the organisation Cframework
ef the ares sorved %0 doternine the types ¢f indaxes and guides

sesded, (3) developing asmential forss and inatructions to implamcnt f;: i
the aystam adoptad for fnsNallstion, (L) applying She sSemdard clap- o
sifiontion plans t0 sil appropriate records ané (5) ecomduwoting sur-
m,mﬁm guldes and sstadlishing aoptrol measurss to insure

:t::am ; aquipnent and supplies conform to preseribed sgmay

aa - Progress wede in 1954 includes the d v

g the following projects: evelopmen

{1) & standard system for the ehuum\i;a and f of ig
sorrespondence wis isvucd in handbook form as of Deo, 1’5{

(2) Arrangemente werd nade with the Uffic¢s of Trsining %o give in-
shrustions to new Agenty personnel in $hs classification snd
filing standards adepted. Oa the job ¢ will be zcheduled
for othar smplayson as appropriste.
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{3) An oversll study including the aration of control nnd dis-
positions 1es, the installation ¢f filing clsssifieatden
sbandards, the ation of Iilisg nt and supplies

in sugust 19%L.

(h) & safe flls utilisation chart which dogprised a four color
penter projset was osspleted 30 mareh 1955 after & pericd of
forty-Tive days 9f sustalred sffort, The purpose Whereof is to
relisve records ¢ongestion in safe ¢ t2 Yy sugpesting dlo-
tritmtion of comfants %0 other housing: faeilities, ss fessible,
anek as She Ragerds Comter, mmmm £ils acabinots,
supply esbdinets end dookxzases.

(5) A method whieh teads to fscilitate .ﬁp wag intredused
for Lganay uwes. The basis plan incd 33 alphebetical sub-
diviaions plus nlue comion nanss. tions have been made

in CCY amd 4he Comptrollerts ﬁmea. sanplu have bea furnished
te 0thwr crgeaisstionsl slements.

(6) A standard filing systes, vith seswniigl modifications %o mt-
immediate needs, vas imstalled in certgin offices such as I
Compizeliar, Cangral Counnel, lLoglsties, Nedlosl, ORH, FOIAb3b1
the Office of Training.

The issusnes of three procedural nobices wiiga preseribed steandards fer
£i3ing supplies and squipwens and; alve, the céaditions uader which the
Logistion Office will wess progcurament nasds nelped %0 give sacoth
operating foroe to the progra.

Program Aotiviy
Frojects now in the courss of development inolsds the fellowins:

A, rwmmumzammrgmmuuwmauam
slent and sosnomiosl method for the overaight storsge of doy to day
mtmmm‘wwﬂfmmg ¢ ¥isihle Reconds firs
at & sost of sbows 85.00 & plece. Ielivery is expested in ebout
n days. The weta) treys whish are of 4 egwuhrméhimw
deep, wAll be avsilahle from steck. ihe project is alnety-five per-
sent complate st Shis writing after two yorrs of effers.

b. Gtendards portaining to the prosurément ané utilisatien of filing
equipnent and supplies have beenm developed, & regalatien prescriting
ths use of the stendiwde hias been prepared o roplese currant notices
and is pmding clssranes.

s. An faventory of all Agenay filimg sgquirmant is being compiled %o

provide statistical and ocontrol date on $he several classilications
Whereos.

Qe
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Erogrsm Interest

Normally, the eperatisg parsonnel in esch cffigs bave olear cut idess
of st 4rpe of squipnant and supply Lteme they require. It 15 thers-
fore Beosssary to review WUwir problems, deternine thele requiremsnts
and seleoh $hs iteme setally mesded to do the Job. Fasters e ish re-
osive sonniduration inglude tbe use, the appangance, the cost snd availa-
BLilYy of the items seleqied. [.ecommsndations sre gensrally acceptod
sfter & dumsnstration. I NN the standard uquipment snd supplies were
resdily accepted and, also, psseed on o the £isld for use. in OCI
stendsrd file folders snd ptenderc alphebteticnl juides wers scoepted
aftsr demmmatrating helr use. 1he Swpply Divisien of Logistics is very
maeh interestad in the progrem cue to the savings in prosurssatit, were-

ig and use of & less mpensive product wideh fills the recufrement
adoquatelyr, The Segurity Cffice is isterssted in the safe cabinets to
the axtent of seeurity.

Twe eaplayess are assigoec st present te sdsingster the pregras. One

e 1y should suffice ncv., In tho past, employess wers detalled from
the ndtion Braneh Lo cosplete seversl projects.

5. Comslusion

Tt is sppurent fros the foregoing that the file standards gram hag
been offsutive and has & Cefinito place in the nrsminueﬁ concapt of
the recerds mamagesent structurs.

Q)‘
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ANNEX IXI, TiB R

Records Managenent Iivisios
Regords L ystex Branch

1. Systess Progren

This progras sponsors the applicstien of recoghised systems to solve
sertain opersting problems srising in records sanagement aschivitiss anc
therely 0 fanilitete U sdministrative contrel of resords. 1t aims
to simplily and sccelerat: operetions, reduce 9vernesd in labor, spuce
m'::cnuu sosts, and thos ohtain efficisnay with savings. The
operational see émmmimhdanmmmnnwm.
presasaing of mall, repradustion of recerds, plating and recording
operations and commusicaticns. The substases ¢f the program including
the objeciive, recquirenemie and stutus 15 cxpinined belows

& 0 ¥e ~ The ohject of the prograw is ‘aq render teohnicel assis-
%P’k’m m:éﬁm and spplication of approved mystems to solve
recorids probleaw.

». ww responeililities igciyde (1) & speciclised kmow-
s aystens and office aquipment, (2) the covelopment

;::t: mu;:a:iu tm tans Rl @&“WW'
‘ X ©, , e bl squipment and s B
adninistrative notice that technigal sssirtones is wdhbin. (3) the
akdlily to sense pobartial spplicstion ans use of standsrd systems
and wpipnent 40 solve records prdblams, (i an sotive interest in
the podentials of various smystems installed Au the Aguney er sveilatle

in oller gevermment spencies and (5) tae samablistment of somtrels P
for Wis sdministratior and support of the program. “E
Line responsidilities sosprisc (1) the asistensnce of s liyrary of "“
usefunl. refarencs naterial, {2} the study of recurd systems preblems ii ﬁ

to deliovmine and resesnend solutions therefbr snd (3) the rendition

of sstiatance in pi Justificaticns, phtalning cencurreances
and 1ixn making ins tlons of approved eyslens and couipwent.
. | Of PrOgram ~ i ssrefvl review of the past sctivity of %he
i Byat Tanet indigatoes that major 8 to dade has
been Jiavsd o r prograx phasss i.s, file stendards, vissl

materials md niorefilaing. To date sction has boen limited $o ob-
served nosds and requests for assistasse. fhere is, however, one
seconplishwent which somprised the installation of & mail contrel
systen in the lLegleNies Office. Obaervatiops indicste that no astion

has toen initinted to issue the brochure, &4 al instrvetion or
the administretive notice. Puriher, thu existence of controls is
not apparent.
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Progrea dosivity
The follouing projects reflact the ourrent activity of the progjres;

8. The duvelspment of & revised courier resefph and logging system to
slap ity edure, lnerease cffectivinsss and redute cost, The
propousd ie plan of $his worthuhile prejoct is cempleted and has
received clearance fros the Zeourity (ffice.

b A reviev of esbls receipting procedurcs end recuirescnts to determine
application of menuil or machine methods which will reduce the scope
of a%lrnﬁ.om in the present systeam. This projest is five percent
complots.

©. The preparstion of s Landtoek on mall opersticms. Thie projeet is
ssventy-five pereent complets.

4. The development and mplntensnee of a comprahiensive index to refer-
ence naterial avallable in the “ansgement -taff.

¢. The irstallation of & mail gontrel mystum ip the (ffiee of the IL/A,

Propram Izterest

Pending the issvance of a bLrochure te spreed espential informstion and
thersly attrast interest in recerds' systems, tie progras is dependent
for the present upon observations snd reports mpdoe by insxpuri enced
ares resorde officers and records spalysts for epportunities to davelop
projects and show progrees.

Persenmel \saigned

An svailable position slot is unfilled. The as¢ignment of rmibinw
for this program is now being delsyed pending cespleticn of this sUrvEY .

Conslusion

k& definite need exists s a steff veapensibility in the records manage-
ment atrectwre for the basic objestive of the program L.e. t0 render
teohinical assistance in the selectlom and agpligatien of spproved sye-
tens % selve recerds prohlems. Further, it is appareat that the
Lmediste pregram has mffored from inertness ix the pest. idminis-
trative respensibility for this lack of force is lightened materialily
By virtue of the led slot and Yty the substgntial progress mads in
othar program phases., The difficulties experisnasd in lanncking the
systaxs progrem apparently resulted from an lapoper distridution of
work sssigpments thet nettud an cperational burden %o the responsible

2
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officer, Under thoss oircusstencss, a resdjastacnt 13 in order 4o alle-

viate the present buprden emdpmwid;umcﬁimhmm To

this end, the interest of the Rucords Hansgement Division shouid be

cotnres ond etandards.  The tae S 1itdes should ve aermireo
s  BH8 ' . 5

e s g : respens o8 should be discharged

-3

TR
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AMBEX 11X

Resortis Hansgement Divisien
Other Tranches

The vork of thrse atditional brepohes is sxplained in this
snnex tn & pregram besis, The Lraushes sre $hy Reports and Care
a‘mu anagemnt Bfanch, the Kescords I{sposition Eresmeh ad

Pormt Menagensst h. The subwiance of eaph program is
Ln:m:#awr similer to the snalyses previded in Annes 71

Ted I Reports and Cerrsspondenge
Xanagemsnt Progras

Tab J Recards Disposition ireirem
Tah X Toras Menmagsment Prograu

—GEORE
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ANSEXx EII, Ta® I

Resords Fanagoment Divisien

flaports snd Jorrespondense Hsragament Branch

1. Reports and Correspondstss Pro:rans

This twofold program aims to establish effoetive controle on papur werk
asnsgemant with respest %o correaspontiencgs asd roports. A statement ex-
plaining the objeeding roguirewents snd predottl status reflegts the sub-
stance of the progras as folleows:

a. Objestive - The objestive of the progras is to spply effestive stan-
3 ¢ the cuality snd produetion of ¢ofreuspondense and reporte.

b. heow 4 = 2talf requirsmests isciude (1) an aéministretive ond
ﬁ%t of reportiag sysbans bod correspondegoe practices,
(2) the developmest of poliay, protedurss guides snd staadards for
reporting and serrvespondunce mensgeasut shd (3) the sbility to eval-
wate Agemty and arss nesdls, seass the petiatial spplication of cor-
respondence and reperis! management tochalques and establish effactive
sontrels thersfor, "

line respousibilitiss entail (1} ths copdied of studies Y0 plan and
facdlitete ke spplieation of reports sad correspohtdesce nadagement
programs and {2) resesreh fur the dvmlgx:nt. of handboels, guides
sand essential hy-preducts suck as glosserfes, corresponcdx, sto.

c. SHtaim n soninstion ¢f the propram ptatus indicaters

ZTort has been made §0 lakmek the progrea without
proper sappers. In the absence of polity anc procsdurs, e progras

i PTeOgram ~ 4
) g B e

has yensined in & promotional stage as dofmant 35 & newly proposad
proiset st lesst in part. ﬂnl{ four e projects sppear %o have
talkon root. The prejects are i a5 follous:

(1) Developed sod issued the following peneral guldes to stleilste

interest in reports mensgement: Tg :
An Introduction be Report innagsssant - Pamphlet. i }
Ssaple Office notice insugursting » reports msasgement pro- Tg

Sample Office regulation for opsriting & report: management
progran.

Gulde for determinieg report retiutirenaats - Pesphblet.
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(2) Provided specific guides and prometed a reports ement pro-
gran in the (ffice of the Comptroller. “his office {wel pro-
grax was indtisted 1 rarch 1985,

(3) Held two meotings with the IUD/I for the purpose of stimmlating
izterest in raports asnsgesent on either sn ares or ¢ffice level
baste,

(L) Developed and issued the following pensral guides to stimulste
isterest in Correspondence Manegesent:
Correspondsnite Kanegement - Brothurse
Nodern Writing Styles
what is Headabllity - Pxtract
Sigoaturs Ted

Writer Guides - 2L Sections in draft stage held i pending
status.

(5) Developsd Handbwok 42-100-1 dated 7% }arch 1955, Subject *Corres-
pondenses Siyls snd Procedures®. This is scheduled fer ecarly
relssse after tve years of effort.

(6) Coméucted a correspondance survey in Logisties Offfce. Izplumen-
mm being held in sbeyance dué 4o assigmeent of sn smployes
o .

(7) Duveloped s propesed Correspondux to faeilitate properation and
pressssing of rvatine sdministrative actions, ~

(8) Revisions recompended in content of pattern letters uwsed in
Persenml 0fficc wers adopted.

(9) Sateblished Letterex o5 & stouk ites and promoted its use through-
oud hesdquartere, Over 7 millicn shemts were used ip nine months
of 195k at an eptinsted savings of §¥,000,00,

2. proyrem pctiviy

Prejoots now in the course of development or nearing sompletion include
& Yepuris mansgemant program for the Logiatiop Cffice, the hesdguarters
sorvespindex, & glossary of alministrative tarms, the preparstion of
writing improvement guites, a reports mensgement guide and planming of
program promotion.

-9 -
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Program Interesy
T™he branch chisf reports as follows:

:‘h:& ﬁzﬁ has nu::g WM :;m @v4r the net worth of weekly

reperts sad the valune of reporfisg nscessary % pupport ad-
sinisbrative sotivitdas., The {pecial sswt, to the 01/ haw mow under
consideration the advionddlity of esteblisBing sn arss widc roporte
n;ugms p::‘gm. The mmt of &?n Lﬁf’ is unknown. The !irestor

'rilning has » 8 nesd of & wpiting laprovement program.
The reasdion o mumdmn Eandbook was generally favorsbls.
Eathusismm for the propossd correspondex has been manifested by all
offiess of primary cancerr.

Parseumel Assigned

Two suplarees were assignat on & full time basia until recently when one
was detailed to the Regulations Contrel Staff. The branch ohisf sdvises
hat Nows wployess in &1) conprise minlums personnsl requirepents. The
Sranch eklefia has twsh subject to the puzformsnes of ocolliateral
duties on the division lavel.

Conslunton

The pregrom s spparently ineffeetive due te (1) lack of recognised polisy
snd & regilation e provide sweptk: operating fures and (2} isgFopor or-
gemisationsd planning whick tases to spread tha strustwral Irasework of
the keseetvis %.ﬁ‘ Hvision beyoné the lindis of its true foundation.
Thus, & traneh with two poditions slots obvicugly could mot be altogether
effovtive for the sdminimtration of as Ageaq -Wids progres oo &5y 00~
t-g:.nm basis. The purposs of Lk progras La constructive epd sosner
or later e noed Therefnr will be reoognised. Fertsps only the tiaing
thereo! his been imopportuzs. i relrenshsent $a thersfore in erder apd
the tranel should be sbolished ea & separate ewuity. 7The pomition ef
the present bwansh shief pdould be construed e & reocords mancgement
officer md the work contisusd en & project basis,

ﬂ’ -

“SEERE
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ANNEX X1X, TAR &

Resords Mansgesant Divisi¢n
Raserde Uisposition Rranch

1. Resords plepesition

Records disposition entsils un sxamipation ané appraissl of rcord ma-
terisl to determine its olassification for goptrel purposes. Yeoard na-
terisl is nermally eentrollsd according to foyr goneral clesaificetions
such s m;-d or penretord neterisl and cverént or noncurremt ragord

8. w § Maverisl - Hsemd material may be persanent or nompersanent
Purtuant %o estadblishad proce , tha destrugtion v

csmm of mnﬁ raoord naterial mt be besed on Lhe sx-
piridion dates sstablished within a» igenty in previously néa:;atcﬂ
disposition contrel schedules, Gome nogphrmanent record aaterial
gy bs destroyed m %a @‘m& i ;ml Ee!smks asproved hy
the Congress for ﬁ disposel authority.
Stadard Form No. *amm for & 14y te &ime af Records”
mmnmwm thed through thi Hatiomsl ivehrfves %o the
Congress to obtais suthorization for ihe Hispossl of recird maberisl
not included in gencral sghedulss,

®. Eabsrial - The rebention of awrent resord meterisl

: mea:ezmm 88, mmu

mmummm:sm tﬁpumttawuw—
iwd disposition control scheduls :

! ‘ 3& cumprises thote records
. ‘ frequently Yy the sstivilies whioh
ummm M iﬁ thn genduct of offitdsl Lusiness tut which must

be etatned pumanshtly or for a spoeific perisd before &lgporition
thareef may be suthorissd.

Sapdal ~ Dlasket administraiive suthority exists under

sFoseaure (Iationsl drohives Tamwiol - Dispositior of Yedersl
Rﬂ!ﬁ) h m\mmu the ismediste dipposal of noarecord masterial
wviioh edviowsly han only uxuv velus, Thus, it is apparemt thst
i slsssification of mate es the Pulk of cleseifled
was'te aseruing in the Agenay on 2 daily Yasis.

L

4.
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2. Agesasy Disposition Progear

The mm of e Agency progrsa is provided by an explanstion of its
gbjsctive, vequireamnts and sdalus,

tive - 7he objestive of the program is to fssilitets an ecovomic
atematic édispesition of record natefial, ineluding the mppraisal,
elageificetion, tranafer, retirement, preferveiion and destruetion
thureef, socording $a Federsl statutes ant regulstions ani, slee,
lnitations Lmpesed for [goncy ssourity riasons.

b, %mw - $taf{ responsidilities isclwie (1) the plamming end
" of progtan ensentials suah &8 poligy, secures, treining
guides, stenderds, frequencies of sehaduly application and review,
offest of lagal sspicts, and centrols %4 keasure the effectiivensss
of the program and {2) reviow sncd ovalustion of disposition sdhedules

Operating requiremcpts entadl (1) resssrel to determine arganisstionsl
sspiets sush o frepework, funetions and tork flow, (2) rendering
assistanse iz the conduet of records surviy for the cospilatien of
contrel sehedules srd in obtalning sdaisiptretive npprovels on such
sebodules, ()} proeessing disposition sthidules to the Naticnal
irahives %0 obtadn Cengrassionsl approvels for disposal purpoess and
(k) making perdodic checks tc deteérmise sihercncs to scheduled ats-
position snd complirsce with program reculsitss.

c. Stalms of Pregram - The fellewing progrems has bheen meder

(1) I5/8 Ares - Repprds asvrveys have setn mads and dispogition
uﬁal« have besn complated and inwf:aliod with follow up actien
being teken in Vedical, General Counssl, lLogistios “ffices and
the X¥ashine Reorrds Civision of the Comptrellerts offiee,

3 dispesision plap hae beer developed snd is now belrg coerdinated
1n the peswrity Cffics.

i recopds survey is belng made for the developmesat of & revised
dinpesition in the Becerds Manhgement Division &f the
Mamagemsnt £tafy, Permissien %o lmnJude the remsindir of the
ranagoment Staff will be requested.

(2) DL/T Ares - Dispositicn plaps have déveloped and aciivated in
ONE and 0B

»

A d¢impesition pian hes been developud snd spproved in the Offies
of Operstiens. Schedulos pertairing to Contssts Tivision in the
24034 are ineluded.

e
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A dispasitien plan 18 in process ¢f being developed in Oin.
Estimated completion i seventy percast.

(3) DE/P Aven = Diapcsitien contyel sehedwles have been reviewsd and
ispproved with aporopriste adjustmeats. 7Totsl resorce voluss snd
oquipnent were fursished. Ssatistios ars avallabls ia inclosurs 1.

(k) Dispomition Handbook - This Bandbosk, ceaprising am cpersiing
Iretadure, 1s in procesa cof balng sotuxilnuted througheut the
lLigensy. Soms differences of opinien have been ssperiensed.

(5) lwoshwrs - An fLlustrated brochurs on the records dispoesstien
IeegEek 48 in course of prepdration. '‘he sketches have besn
upproved for fimel copy. The terget date 13 X May 19§5.

(6) Tratalog - such tims and effart Lave buen speut in treining ares
records offisers and records snslysts in the past. Ihe training
prograus were excellent and well sitenpied.

Seversl difficultiss which have had an advarse effect on the progran ore
statod sx follows:

&, Lask of s regulatory issusmce slearly difining the sutherity and ree
sponsibilitins of ths records messgement program An the Agensy. 4
revised regulation has becn prepared but net issued.

. The lang coerdinsting process viich tends to retard publisation of
the propessd hanifbeok. The handdook ties im with snd supplements
the revised regulatien.

8. Lack of well trained, full time, arca recoyds sfficers RRCOBRAry 1o
o8Py out the progras in wntin. sstivities, 7The ares ruoords
offisers are requirsd %o parform collsteral duties snd have 1ittle
or no time %o work on reoords.

d. The refusal of some 9ffices in the past @ conforn %0 the present
stendirds for (1) the preparstion of recards eentrel schedules and
(2) raperting statistical information sad ¢ther data sssentisl for
an sflective records :ansgepant progras. ine reasons given are
N atienal sesurity, "necd to know bexis”, ste.

The brasels shiafl rﬁaﬂa that e intersst of sost aiministretive officials
in the DD and L5/I aveas is foveradble. i hands off poliey is maintained
by officlnls of the LD/P ures.

’3 -
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Seven ponition slots are sllotied to ths Ly st pressmt. ALl are
£illsd save thet ons emsisyes is detalled %o imewm
The hrawih ehief advisem that the mmm perscpnel would
b required to (1) mmmﬁumﬁ&kmm submittred Yy
w; sstivisdes, (i) prepere dispesnl sshiedules fur subaission

he Nitlopal Archives to the Congreme, (J) complete the coordi-
nation pimi md (k) follow vp to deteraine sdherence to the dispositien

b Spproved, ncmuwmmzmmm operstions az
at mu&:.‘o. {1} eondasting ;-rm*: iy s {2 M mﬁ:ﬁu
schodulén obtaluing spprovels tharecn M, whnd
dispssal sehsdules & the daticeal A;chiﬁec, Y ag the

csordinaiien prosess and (5) satutalaing folla up mtmh!w
maama&wmmammcwmm Agancy recerds
survey withia the period of enc jear.

Gevelusiin

‘l’;t disposision ph;:: oL paserds managesent 1 titutes the ::cl shsence
of an owvurall reesords mEnAgamett progres. wt appruved dispesition
sentrol nedhedulas thars ¥euld be no Wasis an Wiloh to svalvati and con-
trel records W elsasificetion i.e. for ultm dispesition guek s
retentlon, retirensns, dispesal, ese. ilse, the operstions of & records
osnter w'e Anpamdand Wpukh Pprepirly prupsrsd ﬁmiﬁﬂ sabadsles for
aystanatis retiremsnt ani dispesal of recordg. Further, sempstent
lnn:snh of dispesition pehedules cnables the piscovary of wnsecessary
recerds orestion and malptenmate. The need [opr & records disposition
progran is Sherefore apphrest. Ubat hes Deah noccaplished thes f3r has
been sffustive. What hab been inefTeutive ip the method used, i new
approash is thersfore in erder L.e. %0 lssus a regulation recuiring
opersting sativivims prwe sud sulmit ilelr dispesidlion dontrel
sohedulon respeotively ¢ the Fanagiment 5aif for review amd ovaluatien.

‘h‘
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LIREAR
oyIcE IrEMs JEET
BB/S Ares
* Benagoment Staff 42 T

Audtt 15 &

Gensral Counsel 3% 568

Logistios 18 2,000

Modical 49 470

* Security 169 3,615

#4& Ceneral Services 12 563
Y54 - B

*  ORR 627 2,479

CHE 32 322

081 285 2,077

00/Giier 12 31

[ 1,058

74 2,478

SOVERE 1 27

Contacts

Headguariors io 1,075

Field g 1,500

b g B 113 a,450

TOTALS 1,699 58,812
® In process for eompleticn.
o In process for completion,

be retained indefinit.

~HATERLAL

12,870

60002-2 ' w’ ’)
ik COBCLOIED Oft IN PROCESS FOR COMPLETION 12 April 10kc
‘ AMMEE IIX
PERMARENT RETURN TO DOLLAR VALDE OF' DATE TAB J
% $ 2,328,37 April 1954
38 477 45196,50 1 December 1954
158 350 ! Ootober 1952
210 10,886.02 ¥ay 1954
2,779 82,357,832
56 November 1953
e 25443 392,159.00
46 57 13,497.28 ebruary 1955
162 02 V6,476.6 Tehruary 1955
7 -1 1,281.49 Rarch 1955
1 g3 17,755.00 Auvust 1954
208 1,720 40,335.64 Fuly 1945
4 3 1,378.81 August 1954
152 & May 1954
Aprll 1954
2,580 764, 802,00 Hovember 195/
13,692 5,443 £1,497,484.55

9,578

The amount of permenent material includes over 2,500 ft. of material not consider

il Schedules furnished gaining offices when Gemsral Services was aholished. ;
Only the disposals requested were reviewed by Records Disposition

e d Inventories and achsd

ules propared by Area Records Officers.

e o o RSBV R Mot s immta
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éd permenent but will

farnished by the Area Records Offiger,
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.

LINEAR TEMPORARY . PERMEANENY RETTRN 10 DOLLAR VALUE OF |

: 35 2,328.37 -
B 568 53 . 36 L 4,196,501
18 2,000 1,500 150 350 t
U S mews
i 81 B2 2,357.83
3
T R 18, e A S~ 4 S - - % -« S S
= I - 4 o :?g:a??fzs i Fobrusry 1954
285 2,037 1,573 162 m 76,476.62 .. February 1955
é}f 1 31 5§2 17 &g JL2flag o ¥erch 1945
14 27 20 4 3 1,378.81° August 1954
*.16 1,075 723 352 : it My 1954 .
9 L0 1,500 Eoe o Aell 1954
s 2,450 12,8790 764, 802,00 am-wmsa
L6%  se2  m,mm 13,0m 5,443 80,407,404.55
In process for ecompletion. » . '

In process for completion. The smumi of permanant meterisl includss over 2,500 £t. of material not eonsiderad pormament but will-
be retained indefinitely. - )

Schedules furnished geining offices when Gansral Services was abolizhed. !

T Inventories and schedulas prepared by Ares Records Gfficers. Omly the dispossls requested were roviewsd by Records Disposition

- Branch, The emmumt of TeEporary and permsnent material s &n ssllesie furnished by the Ares Hecords Ufficer.
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ANNEX X, TAB K

Reourcs Fanagamont Division
Tarme Sanagesent Brend:

Yorms mansgtment conpriscs a muber of v such 22 congoli-
dading forms that perfapa the ssme function, :«m;m sasantlial forms,
integrating forms, prevedures and direetives, fyfng and sisnder-
diadng the sine and deaian of Zorms, using fotus Mﬂnﬂ : an sutkor-
ined govermment agenay or highar hestquarters; informing mm of aveil-
hle forus, dissoutinuing wasteful sethods m‘ priating and duplicating
forms, esntralising, ¥hen moet practiceble, tle “tmmnt, ptorage and
diswribution of forss, reviewing sll forw to determine their sdaptedility
0 sstisfy funational, argmnisational end opayationa) needs and advieing
ou unsatinfactory sonditions, potential epants and widwmr applicstion
of forms. Twrther insight t¢ forms nansgemany i3 revealed in the objlec-
Wve, requirarints end ssatur of the Agency's progran.

m.a_ﬁ v - The objective of the progiea is to obtain more efficient
opere s st less qont in the upe of famis.

B, %m - &taff respensibllities include (1) the plewming snd
mrm?e pan oppontiale suel: &z peliey, prosedwres, trein-

Sng guides, lards, eontroel systes to used and methnds snd
procedures for mm, storage snd dstribution of forme end (P
the pursuit of s sontinuing mtudy to consgrve all pessibls resources
sugk &3 mAnpover, meuay, time, aﬁpspluss, spaoe, snd seuimment ap
applied %o the cperations) phaser of rn sffective forms' ransgoment
PIOEraR,

Line essentiasls sntail (1) the mmintensnce of referenss and oontrol
wedis ouak as & suserical file, & functispal fils and s cuntrel file
of forms {2) the review, snalysis and design snd Ldwmbificetion ef
foras, (3) simplifitation, stasdardisetios, oonsolidation snd can-

eellstion of ferme, )) integrstbon of with procedwre, (5)
proper applisation Qw use of suthorived forms available from other
scurces sueh a forms and the ts.u of reqiisitions

and teshnicsl specifications for reproduction of ferms.
8. QW = An exsxinetion of the procedurts med operations
sals the progrsm status to be o8 follews:
(1) aefeweuse snd Gentiel edlp (31 Merch 1555)
{s) The Pumectional £ilo coptains rifty cetegories of Lorss.
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(1) The mmericsl file reveals 5% rr:designations and new forms
frem 1 July 19%4.

(6) *he sembrol file sccounts for spproximstely 1586 forms of
all sategories used Yy the Agopdgy.

{d) sedivity for the first quarter &’ 1955 imcludes 10L new

forms and 0 redesiputions.
(2) Comtrel Pyegedurs - form Ke. 2, *Fudm Record and Intisx Contrael®
T ts & Basle ruecord. Thie foim Bas two partz, ohe &
vigible index card reflesting sssaniisl control dath apd the
other & perferated supplement oontadning dass mecosuary for a
published ipdex. Thu supplemental part 18 referred to Mechine
Zecords Division as basic cord punal media.

hod Tudex of Porms ~ "he indes is syvasged to provide
zumerieal, 8iphiteticel snd functiopsl lists of fonms, Tnfer-
mation reflected for cach fors in¢lides the form nudber, dats,
title, , stooked or Rot stodked, related procedure reforencs,
tunntd sofs md office of prissry interest. gohine resterds
cards faeilithte compilation of the index which 15 then rapev-
desed at the reproduction plart ssd sgeued in the form of an
Agenay notice.

(h) juye ~ Para Hie. 30, "hequest for Approval of
Fore e tted elong with a riacuisition for reprocustion,
Porm Bo. 38-2 (36=195 for extersal jpurposes). A sisple copy of
the form, 1.s. new, revised or repping is slso inciuded.

Fm-&m&bﬁgpmrmmuﬂ@wm se-

% of Zarae is sebmitted. TiZid report serves & dual purpese
im that 1% alzo provides s contral of sotious presmssed fer
procurement. Geven copies of zadh form reproduesd st the plant
arve revarned 0 the Forms ¥sansgemedt Rramch for reference nc
SONANO) PUrpasaIE. Omwofﬁﬂm;ndrmm.u e~
posited in the vital Materiale Repésitory.

- A

(&) ata - The following tébls is isformstiva with re-
spees Progress of the progrim:

Terss ¥ 95k 1935
Reprints BEh y2
Hew

% 3}

b1 4 ﬁl 10
Hevised 75 % 7 s
VYoldad 3 iry A7
Cogy Produsticn 18,6L2,8L8 18,066,67 k108,505
sotive CTR 7ne 997 1,254

.!-
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wildhments - Control ceVallivked e 335 standard and
#4340 agemoy forms for Agemey supply purposes.

Contrel established on 1589 forms in all inoluding iAgency forss.

Ketused svarsge sawml forms usage frem 18,698 copies per form
in 1953 %o 11,078 coptes in 195k despite increase of 53 percent
in musber of sbtive forms since Jepohlry 19%3.

(8) an Hoods ~ There are twe apparent noeds uwhich showld ba met
Sl Tl8ats bpersting requiresents amd snables effeetive admin-

istretion, They sre as followm

{a) Lask ef oﬁzﬂ pereonsel So meintain typing nnt £iling oa
a euyrent hasis (Gce banelesure 1).

(%) Laek of personnel for finsl eopy preparadion. TR sope oaBes
4% has bedn necensary fer the hiansh chilef snd his suberdi-
natss to do paste up jobs meawally to comply with recussts
from cpersting sctivities for néw snd revised forms.

(% ug - OBgervations pede by the: emaniner in the past

S Scestlon o8 o sxtent of overtiat put in by e branch chief.

He reveslsd vith relugtence that Be hes eontrivubed approximately

32 hours fres ime ginee 1 Januery 1955 to further the progrem
snd appreximataly 205 hours in ¥he past sighteen manths.

2. Progrus Aebivity

Two tiings are significant in the present sotivity of the precren. Ome
4s tho feresd distribition of work and thi: sther is the perding backleg
of what should be awtrwat work.

x -~ Jue primarily %4 lask of sdecuats ptaffing the
toreed as follewsy

(1) Eransh Chief - Flemning, administrétion, resesrch, liaisen,

analysis, review and design of neviand revised complex forms snd
forns systens and poview of ve: ulations, handbooks and manuais.

(2) Assistant - Analysis, reviev and deigm of sev sad revised com~
plex forss sgd reviev and scordisstion of regulstions, handbooks
m.mhmﬂpmmmmamexmw forss systems.

(3) Asalyst - ¥sintsing identificstien anc somtyel of forms, prepsrss
index of Perks, oampiles statistienl cate snd sdpintstyative rov
portes, provesses M  ané revibions of forms snd aseisis in

the pursuid bf research noeds.

b}-
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k) Amalyst - Frocesses yeprints ané vevisions of forms, sssists in
' w the reviow, silysis snd design of ndv and revised forms, sseists
in the asiztensnoe of funstional, wmadsricsl snd control filse.

Hote: New snd reviged forms recuire complote snalysis amd soor-
dinstion.

R entall 2 cheek of he control card and folder,
mnum“m offios of primagy inberest snd other offices
' sary, detepsining proper proeurement and quan-
tisies for stock eentrol and $50, redesignating and re-
vising o9 espential and coopdimating.

pg - The basileg as of 13 April 1958 1s disalosed as

Vslums
How bl
Hevis 73
R 76
Overprint 1

(2} hgtions

Othee Agenay ?p:n?./ g{
Rogmistions Roview 5
Niseellsascus {Research and Admimistrative) kO
TOTAL 9

This deskleg is equivalert to the work preduction ef 1741 manhours
or 11.2 work weeks.
3. Progres Interast

Ploasant and favorsble relations have been sainteined with all opersting
sotivitiss, Ageney-wida. Im this respect, 1t is sigaificast that the
D0/P Ares is shtaining inereasing valus fiob the fermms progrem whils, ur-
fortunately, 3% o%ill maintains s hands off poliey en resorvds maintenance,
systens and dispesition. ! exasination of the index revesis spprexi-
nately 220 agoncy forms per¥inemt to the 10J? Ares.

1/ Tor steck centrol ss of 30 June 1955,
2/ TFor sdaptemiliyy.
hie
Sanitized - Approved For RetggageECIA-RDP61-00910A000100060002-2



Sanitized - Approved For Release : CIA-RDP61-00910A000100060002-2
ShERErT

Three pesitisn glots sre allotted to the busyoh st presend. Al are
fillad, Am sdditions] ewplayes 18 aceigned én dedail, The pesitien
810t fur this saployes sheuld he transfarTéd frem the Zessrds Dispesition
Braseh to the Yorms Hansgemert Epanch. The Branch ehisf advises that
i:o t;:m“.: of at lesst one saditionsl employse would be very helpful
3 s

$. Conslnsien
The progran is definitaly effective with syhstantisl eceomplisheents,
netuithatanding the exisbence of an spparvyt eperatiomal Msdan due to

Sapuifiotent poywennsl. “hus, po ovganisalionsl change should bz made
and the program sheuld remsin &8 part of the resords wesagement structurs.

ki

TSR —
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he W |

A g

Ressrds Mansgensnt bBivieisa

Torns Mensgenend Braneh

Cleriect seppors

unyy of Work i

Support se of 11 Apsfil 1955

—

Yolme

Deseripuidn o very

Type and File

Type and Pils

Mle

Pull from Punc-
tionsl Fils and

Haxk or ©temp

e and
m Availa-
WMy of Forme

Frocure and Pille

% -3

300 - 375

™ - 100

Maa Rours

:m(mlo&m on pErmARemt
Lardex records

Capds {918 Ix§ Knrdex records
niny wish pangil notes on back)
on peoymtnest Kardet resords

Forme (mow looge in Lfyemt of
tunetional file felders) ir
proper 1 sequends in
folders. ¥r down felders
whish are teo to »andle.

Foras, nmsberel in old series,
now redesigneted.

Cowolate forse filed in
fwctional which bave
nod deen

Cheek Mwlﬁy of M

and cross

£ils copios, ﬁml e
reforencs, ¥ mﬂh sopties
with forms in She Terms
indexes and on iist by

m()aumm:m

e un!twm tron
gﬂ‘lﬂlnﬂm‘:ﬁlﬂlﬁl

8. If av s Pall extra
coplos mab
to file i9 Twnetiomsl fiie

». Swbait 1144 of stecied
foras 4¢ P80

SRR
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Yoluns

Transfer snd
Consslidate

Cheekt and
Arrange

Post

Chosk and
PTost %o Xsvdax
Resowds

Esteblish
Reference Tile

TOTAL

300

2-3
dravers

. ¥hers Mhdtom ars un-
obtaiasble frga K0 requisi-
tion from warehouss

4. Call offices rlnsy }
interest for iﬂp s of

liom $teoked P

Background matexrdal in old
folders to new redesignated
folders.

maw forms' feldags (conteats) in
proper gate ordey, filiag all
loose material

Svook musbare an all stooked
forns % Kardex darde

Referentes to PRi'a, ‘e and
1™*s which rrasderibe forms
for field uss

asthods
, Nay imelude
sxtra opples of Nandouts, postery,
pamphlets, ets. ¢f GIi wnolassi-
fied ant non-Cli materisls. Pre-
pare folders, des, index, ste.
ad iategrate pertinant with
Management 5taffl Aeference Library.

43

50

100t/

3928/

1/ €0 hours would be required if an expurisaced records anslyst were assigaed to project
2/ tquivalent to 56 nen days of 7 hours each

e
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ARNEX IV, TAB L

Organisational and
Functiomal Chart

Offiee of the Chief

BRI W L

Pl sl i B oemms ol S PR B

Adninistors functions pertiain-
ing to forms maxegement including

o g e
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Aenords. Dispoaliion Brasoh

Aduinistere functione periain. -
ing to recards disposition in- C\)
cluding review and ewmlmtion of s

gressioml approwals. Condocts
staff surveys to detsrmine effec-
tiveness of program. Maintains
1l4aison with other Federal agencies
ou metters pertaining to records
administration,

L s £ i R S RN,
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